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U. S. Departnent of Justice
Federal Bureau of Prisons

Dl RECTI VE AFFECTED: 1330. 13

Change
Notice CHANGE NOTI CE NVBER. 2 s

1. PURPCSE AND SCOPE. To revise PS 1330.13, the Administrative
Renmedy Program

2. SUMMARY OF CHANGES. Section 1, Purpose and Scope is revised
to allow staff to process any request or appeal related to an
inmate's conditions of confinenent under the Adm nistrative
Renedy Program W intend this change to provide the inmate with
maxi mum opportunity to seek review of any issue related to his or
her confi nenent.

Previously, Section 6 (28 CFR 542.12) specified matters excl uded
from consi deration under the Adm nistrative Renmedy Program W
elimnate this section because 28 CFR 542.10 in Section 1 now
allows the Adm nistrative Renedy Programto accept those matters
previously excluded. This will allow the Programto address nore
qui ckly the full range of corrective actions avail able, including
any that may be peripheral to issues which have ot her
statutorily-mandated adm ni strative procedures in place.

Directives Referenced are updated and references to ACA
Foundati on/ Core Standards are del eted since the Bureau no | onger
uses these standards.
3. TABLE OF CHANGES

Renove | nsert

Pages 1 - 6 Pages 1 - 6 (CN-4)



PS 1330. 13
8/ 13/ 2002
CN 4, Page 2

4. ACTION. File this Change Notice in front of PS 1330. 30,
Adm ni strative Renedy Program

/sl
Kat hl een Hawk Sawyer
Director



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 1330. 13

Change
Notice CHANGE NOTI CE NUVBERE OV 03 g0y

1. PURPGSE AND SCOPE. To update the Adm nistrative Renedy
Program St atenent, PS 1330. 13.

2. SUWARY OF CHANGES. This Change Notice renoves all SENTRY
transacti on codes and replaces themw th function descriptions.
The attachnment is now incorporated in the updated Techni cal

Ref erence Manual, TRM 1301.02 which is being issued concurrent
with the issuance of this Change Noti ce.

3. TABLE OF CHANGES

Renmove | nsert

Pages 11 and 12 Pages 11 and 12
Attachnent A, Pages 1 - 9

4. ACTION. File this Change Notice in front of PS 1330. 13,
Adm ni strative Renedy Program

/s/
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 1330. 13

Change
Notice CHANGE NOTI CE NUVBER: N 02

1. PURPCSE AND SCOPE. To transmt page changes to PS 1330. 13,
the Adm nistrative Renedy Program

2. SUWARY COF CHANGES. The General Accounting Ofice no | onger
requires the "Annual Report of Holdings"; therefore, this Change
Notice renpbves the requirenent for locations to maintain a record
of the volune, by year, of the Adm nistrative Renedy case files
dest royed.

3. TABLE OF CHANGES

Renmove | nsert
Page 15 Page 15

4. ACTION. File this Change Notice in front of PS 1330. 13,
Adm ni strative Renedy Program

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

DI RECTI VE BEI NG CHANGED: 1330. 13

Change
Notice CHAAGE NI G2 NABER: 01 s 1006

1. PURPCSE AND SCOPE. To transmt page changes to Program
Statenment 1330.13, Adm nistrative Renedy Program

2. SUWARY COF CHANGES. This Change Notice requires an innate
that is illiterate, disabled, or not functionally literate in
English, to contact a staff nmenber if he/she needs assistance in
the preparation or subm ssion of an Adm nistrative Renmedy or
Appeal. It also renoves the requirenent that the \Wrdens,

Regi onal O fices, and Central Ofice Admnistrative Renedy Files
be mai ntai ned by case nunber.

3. TABLE OF CHANGES.

Renmove | nsert

Pages 10 and 13 Pages 10 and 13 (CN-01)

4. ACTION. File this Change Notice in front of Program
Statenent 1330.13, Adm nistrative Renedy Program

\ s\
Kat hl een M Hawk
Di rector



U. S. Departnent of Justice
Federal Bureau of Prisons

Program ol B

DATE: CN 4, 8/13/2002
SUBJECT: Adm nistrative Renedy

Statement

RULES EFFECTI VE DATE: 8/6/2002

* 1. [PURPOSE AND SCOPE 8542. 10

a. Purpose. The purpose of the Adm nistrative Renedy Program
is to allow an inmate to seek formal review of an issue relating
to any aspect of his/her own confinenment. An inmate nay not
submt a Request or Appeal on behalf of another innmate.

b. Scope. This Programapplies to all inmates in institutions
operated by the Bureau of Prisons, to innmates designated to
contract Community Corrections Centers (CCCs) under Bureau of
Prisons responsibility, and to former inmates for issues that
arose during their confinenment. This Program does not apply to
inmates confined in other non-federal facilities.]

The president of a recognized inmate organi zation may submt a
request on behalf of that organi zation regarding an issue that
specifically affects that organization

[c. Statutorily-mandated Procedures. There are statutorily-
mandat ed procedures in place for Tort clains (28 CFR 543, subpart
C), Inmate Accident Conpensation clains (28 CFR 301), and Freedom
of Information Act or Privacy Act requests (28 CFR 513, subpart
D). If an inmte raises an issue in a request or appeal that
cannot be resolved through the Adm nistrative Renedy Program the
Bureau will refer the inmate to the appropriate statutorily-
mandat ed procedures. | *

2. PROGRAM OBJECTI VES. The expected results of this program
are:

a. A procedure wll be available by which inmates wll be able
to have any issue related to their incarceration formally
revi ewed by high-1level Bureau officials.
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b. Each request, including appeals, will be responded to
within the tinme franmes all owed.

c. Arecord of Inmate Adm nistrative Renedy Requests and
Appeal s wi Il be maintai ned.

d. Bureau policies will be nore correctly interpreted and
applied by staff.

3. Dl RECTI VES AFFECTED
a. Directive Resci nded

PS 1330. 11 Adm ni strative Renmedy Procedure for |nmates
(10/ 29/ 93)

b. Directives Referenced

PS 1320. 05 Cl aims Under the Federal Tort O ainms Act
(6/28/00)

PS 4500. 04 Trust Fund Manual (12/15/95)

PS 5212. 07 Control Unit Prograns (02/20/01)

PS 5214. 04 H V, Handling of Inmates Testing Positive
(2/4/98)

PS 5264. 06 Tel ephone Regul ations for Inmates (12/22/95)

PS 5270. 07 | nmat e Di scipline and Special Housing Units
(12/ 29/ 87)

PS 5890. 13 SENTRY- Nat i onal On-Line Automated I nformation

System (12/ 14/ 99)

28 CFR 301 | nmat e Acci dent Conpensati on
28 CFR 16.10 Fees (for records requested pursuant to the
Freedom of Information Act (FO A))

c. Rules cited in this Program Statenent are contained in
28 CFR 542.10 through 542.19.

4. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4236 and 3-4271

b. American Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3- ALDF- 3C- 22, and
3- ALDF- 3E-11 *
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5. [RESPONSIBILITY 8542. 11

a. The Community Corrections Manager (CCM, Warden, Regi onal
Director, and General Counsel are responsible for the
i npl enentati on and operation of the Adm nistrative Renedy Program
at the Community Corrections Center (CCC), institution, regional
and Central Ofice levels, respectively, and shall:

(1) Establish procedures for receiving, recording,
reviewi ng, investigating and responding to Adm ni strative Renedy
Requests (Requests) or Appeals (Appeals) submtted by an i nmate;]

See Section 13 for further information on remedy processing,
i ncl udi ng use of SENTRY.

[ (2) Acknow edge recei pt of a Request or Appeal by
returning a receipt to the inmate;]

The receipt is generated via SENTRY.
[ (3) Conduct an investigation into each Request or Appeal;

(4) Respond to and sign all Requests or Appeals filed at
their levels. At the regional level, signhatory authority may be
del egated to the Deputy Regional Director. At the Central Ofice
| evel, signatory authority may be del egated to the Nati onal
| nmat e Appeals Administrator. Signatory authority extends to
staff designated as acting in the capacities specified in this
8542.11, but may not be further delegated without the witten
approval of the General Counsel.]

8§ 542.11 refers to Section 5 of this Program Statenent.

For purposes of this Program Statenent, the term
"institution" includes Community Corrections Centers (CCCs); the
term "Warden" includes Canp Superintendents and Conmunity
Corrections Managers (CCMs) for Requests filed by CCC inmates;
and the term"inmate" includes a fornmer inmate who is entitled to
use this program

(5) The Warden shall appoint one staff nenber, ordinarily
above the departnent head level, as the Adm nistrative Renedy
Coordi nator (Coordi nator) and one person to serve as
Adm nistrative Renedy Cerk (Clerk). The Regional Director and
the National Inmate Appeals Adm nistrator, Ofice of General
Counsel, shall be advised of these appoi ntees and any subsequent
changes.
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To coordinate the regional office program each Regi ona
Director shall also appoint an Adm nistrative Renedy Coordi nat or
of at least the Regional Admi nistrator level, ordinarily the
Regi onal Counsel, and an Adm nistrative Renedy Cerk. The
National Inmate Appeals Adm nistrator, Ofice of General Counsel
shal | be advised of these appoi ntees and any subsequent changes.

(6) The Adm nistrative Renmedy Coordi nator shall nonitor the
program s operation at the Coordinator's |ocation and shal
ensure that appropriate staff (e,g., Cerk, unit staff) have the
know edge needed to operate the procedure. The Coordinator is
responsi bl e for signing any rejection notices and ensuring the
accuracy of SENTRY entries, e.g., abstracts, subject codes,
status codes, and dates. The Coordinator also shall serve as the
primary point of contact for the Warden or Regional Director in
di scussions of Adm nistrative Renedi es appeal ed to hi gher |evels.

(7) The Admnistrative Renmedy Clerk shall be responsible
for all clerical processing of Admnistrative Renedies, for
accurately mai ntaining the SENTRY i ndex, and for generating
SENTRY i nmat e noti ces.

(8 The Unit Manager is responsible for ensuring that
inmate notices (receipts, extension notices, and receipt
di sregard notices frominstitutions, regions and the Central
Ofice) are printed and delivered daily for inmates in their
units and for deleting those notices from SENTRY pronptly after
delivery to the inmate. CCMs are responsible for this function
for inmates under their supervision.

[b. Inmates have the responsibility to use this Programin
good faith and in an honest and straightforward manner. ]

6. RESERVED
7. [INFORVMAL RESOLUTI ON 8§542. 13

a. Informal Resolution. Except as provided in 8542.13(b), an
inmate shall first present an issue of concern informally to
staff, and staff shall attenpt to informally resolve the issue
before an inmate submts a Request for Adm nistrative Renedy.
Each warden shall establish procedures to allow for the inform
resolution of inmate conplaints.]

The Warden is responsible for ensuring that effective inform
resol ution procedures are in place and that good faith attenpts
at informal resolution are made in an orderly and tinely manner
by both inmates and staff. These procedures may not operate to
limt inmate access to formal filing of a Request.
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[b. Exceptions. Inmates in CCCs are not required to attenpt
informal resolution. An informal resolution attenpt is not
required prior to submssion to the regional or Central Ofice as
provided for in 8542.14(d) of this part. An informal resolution
attenpt may be waived in individual cases at the Warden or
institution Adm nistrative Renedy Coordinator's discretion when
the inmate denonstrates an acceptable reason for bypassing
informal resolution.]

For exanple, the Warden nay waive informal resolution for Unit
Discipline Conmttee (UDC) appeals, or when informal resolution
is deened inappropriate due to the issue's sensitivity.

Al t hough not mandatory, inmates may attenpt informal resol ution
of DHO deci sions. See the Program Statenment on |Inmate Discipline
and Speci al Housing Units.

8. [LNITIAL FILING 8542.14

a. Subm ssion. The deadline for conpletion of informal
resol ution and subm ssion of a formal witten Adm nistrative
Renmedy Request, on the appropriate form (BP-9), is 20 cal endar
days following the date on which the basis for the Request
occurred. ]

In accord with the settlenment in Washington v. Reno, and for
such period of tine as this settlenent remains in effect, the
deadline for conpleting informal resolution and submtting a
formal witten Adm nistrative Renedy Request, on the appropriate
form (BP-9), for a disputed tel ephone charge, credit, or
t el ephone service problemfor which the i nmate requests
rei nmbursenent to his/her tel ephone account, is 120 days fromthe
date of the disputed tel ephone charge, credit, or tel ephone
servi ce probl em

Adm ni strative Renedy Requests concerning tel ephone issues that
do not involve billing disputes or requests for refunds for
t el ephone service problens (such as Adm nistrative Renedy
Requests concerning tel ephone privileges, tel ephone lists, or
t el ephone access) are governed by the 20-day filing deadline.

[b. Extension. Were the inmte denonstrates a valid reason
for delay, an extension in filing time may be allowed. 1In
general, valid reason for delay neans a situation which prevented
the inmate fromsubmtting the request within the established
time frane. Valid reasons for delay include the followi ng: an
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extended period in-transit during which the i nmate was separat ed
from docunents needed to prepare the Request or Appeal; an
extended period of tinme during which the inmate was physically

i ncapabl e of preparing a Request or Appeal; an unusually |ong
period taken for informal resolution attenpts; indication by an
inmate, verified by staff, that a response to the inmate's
request for copies of dispositions requested under 8542.19 of
this part was del ayed. ]

Ordinarily, the inmate should submt witten verification from
staff for any clainmed reason for del ay.

If an inmate requests an Adm nistrative Renedy form but has not
attenpted informal resolution, staff should counsel the innate
that informal resolution is ordinarily required. |If the inmte
neverthel ess refuses to present a request informally, staff
shoul d provide the formfor a formal Request. Upon receipt of
the inmate's subm ssion, the Coordi nator shall accept the Request
if, in the Coordinator's discretion, informal resolution was
bypassed for valid reasons, or may reject it if there are no
valid reasons for bypassing informal resolution.

[c. Form
(1) The inmate shall obtain the appropriate formfrom CCC

staff or institution staff (ordinarily, the correctional
counsel or).]
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The follow ng forns are appropriate:

E Request for Administrative Renmedy, FormBP-9, is
appropriate for filing at the institution;

E Regional Adninistrative Remedy Appeal, Form BP-10, is
appropriate for submtting an appeal to the regional office;

E Central Ofice Adm nistrative Renedy Appeal, Form BP-11
is appropriate for submtting an appeal to the Central Ofice.

[(2) The inmate shall place a single conplaint or a
reasonabl e nunber of closely related issues on the form |If the
inmate includes on a single formmultiple unrel ated issues, the
subm ssion shall be rejected and returned w thout response, and
the inmate shall be advised to use a separate formfor each
unrel ated i ssue. For DHO and UDC appeal s, each separate incident
report nunmber nust be appeal ed on a separate form]

Placing a single issue or closely related issues on a single
formfacilitates indexing, and pronotes efficient, tinely and
conprehensive attention to the issues raised.

[(3) The inmate shall conplete the formwi th all requested
identifying information and shall state the conplaint in the
space provided on the form |If nore space is needed, the inmate
may use up to one letter-size (8 1/2" by 11") continuation page.
The inmate nust provide an additional copy of any continuation
page. The inmate nust submt one copy of supporting exhibits.
Exhibits will not be returned with the response. Because copies
of exhibits nust be filed for any appeal (see 8 542.15 (b) (3)),
the inmate is encouraged to retain a copy of all exhibits for his
or her personal records.

(4) The inmate shall date and sign the Request and submt
it tothe institution staff nenber designated to receive such
Requests (ordinarily a correctional counselor). CCCinmates may
mai | their Requests to the CCM |

The correctional counselor shall submt the formpronptly
(ordinarily not |later than the next business day) to the Cerk
for processing.

[d. Exceptions to Initial Filing at Institution

(1) Sensitive Issues. If the inmate reasonably believes
the issue is sensitive and the inmate's safety or well-being
woul d be placed in danger if the Request becane known at the
institution, the inmate may submt the Request directly to the
appropriate Regional Director. The inmate shall clearly mark
"Sensitive" upon the Request and explain, in witing, the reason
for not submtting the Request at the institution. |If the
Regi onal Adm ni strative Renedy Coordi nator agrees that the
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Request is sensitive, the Request shall be accepted. Oherw se,
the Request will not be accepted, and the inmate shall be advi sed
in witing of that determ nation, without a return of the
Request. The inmate nmay pursue the matter by submtting an

Adm ni strative Renedy Request locally to the Warden. The Warden
shal |l allow a reasonabl e extension of tinme for such a
resubm ssi on

(2) DHO Appeals. DHO appeals shall be submtted initially
to the Regional Director for the region where the inmate is
currently | ocated.]

See the Program Statenent on Inmate Discipline and Speci al
Housing Units.

[(3) Control Unit Appeals. Appeals related to Executive
Panel Reviews of Control Unit placenent shall be submtted
directly to the General Counsel.]

See the Program Statenent on Control Unit Prograns.

[(4) Controlled Housing Status Appeals. Appeals related to
the Regional Director's review of controlled housing status
pl acenent may be filed directly with the General Counsel.]

See the Program Statenent on Procedures for Handling HV
Positive Inmates Wio Pose Danger to O hers.

9. [APPEALS § 542.15

a. Subm ssion. An inmate who is not satisfied wth the
Warden's response may submt an Appeal on the appropriate form
(BP-10) to the appropriate Regional Director within 20 cal endar
days of the date the Warden signed the response. An innate who
is not satisfied wwth the Regional Director's response may submt
an Appeal on the appropriate form (BP-11) to the General Counsel
within 30 cal endar days of the date the Regional Director signed
the response. \When the inmate denonstrates a valid reason for
delay, these tine limts nmay be extended. Valid reasons for
del ay include those situations described in 8542. 14(b) of this
part. Appeal to the General Counsel is the final admnistrative
appeal . ]

These deadlines specify the date of the Appeal's receipt in the
regional office or the Central Ofice. The deadlines have been
made del i berately long to allow sufficient nmail tinme. |nmates
should mail their Appeals pronptly after receiving a response to
ensure tinely receipt. Odinarily, the inmate nmust submt
witten verification frominstitution staff for any reason for
del ay that cannot be verified through SENTRY.
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In many cases, courts require a proper Appeal to the General
Counsel before an inmate may pursue the conplaint in court.

[b. Form

(1) Appeals to the Regional Director shall be submtted on
the form designed for regional Appeals (BP-10) and acconpani ed by
one conpl ete copy or duplicate original of the institution
Request and response. Appeals to the General Counsel shall be
submtted on the formdesigned for Central Ofice Appeals (BP-11)
and acconpani ed by one conpl ete copy or duplicate original of the
institution and regional filings and their responses. Appeals
shall state specifically the reason for appeal

_ (2) An inmate may not raise in an Appeal issues not raised
in the lower level filings. An inmate may not conbi ne Appeal s of
separate | ower |evel responses (different case nunbers) into a

si ngl e Appeal .

(3) An inmate shall conplete the appropriate formwth al
requested identifying information and shall state the reasons for
the Appeal in the space provided on the form |If nore space is
needed, the inmate may use up to one letter-size (8 1/2" x 11")
continuation page. The inmate shall provide two additional
copi es of any continuation page and exhibits with the regional
Appeal, and three additional copies with an Appeal to the Central
O fice (the inmate is also to provide copies of exhibits used at
the prior level (s) of appeal). The inmate shall date and sign
the Appeal and mail it to the appropriate Regional Director, if a
Regi onal Appeal, or to the National |Inmate Appeal s Adm ni strator,
O fice of General Counsel, if a Central Ofice Appeal (see 28 CFR
part 503 for addresses of the Central O fice and Regi onal
Ofices).|

c. Processing. The appropriate regional office to process the
Appeal is the regional office for the institution where the
inmate is confined at the tine of mailing the Appeal, regardl ess
of the institution that responded to the institution filing.

10. [ASSI STANCE 8542.16

a. An inmate may obtain assistance from another inmate or from
institution staff in preparing a Request or an Appeal. An inmate
may al so obtain assistance from outside sources, such as famly
menbers or attorneys. However, no person may submt a Request or
Appeal on the inmate's behal f, and obtai ning assi stance will not
be considered a valid reason for exceeding a tine limt for
subm ssion unless the delay was caused by staff.

b. Wardens shall ensure that assistance is available for
inmates who are illiterate, disabled, or who are not functionally
literate in English. Such assistance includes provision of
reasonabl e accommodation in order for an inmate with a disability
to prepare and process a Request or an Appeal.]
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For exanpl e, Wardens nmust ensure that staff (ordinarily unit
staff) provide assistance in the preparation or subm ssion of an
Adm ni strative Renmedy or an Appeal upon being contacted by such
inmates that they are experiencing a problem *

11. [RESUBM SSI ON 8§8542. 17

a. Rejections. The Coordinator at any |evel (CCM
institution, region, Central Ofice) may reject and return to the
i nmate wi t hout response a Request or an Appeal that is witten by
an inmate in a manner that is obscene or abusive, or does not
meet any ot her requirenent of this part.

b. Notice. Wen a submissionis rejected, the inmate shall be
provided a witten notice, signed by the Adm nistrative Renedy
Coordi nator, explaining the reason for rejection. |If the defect
on which the rejection is based is correctable, the notice shal
informthe inmate of a reasonable tinme extension within which to
correct the defect and resubmt the Request or Appeal. ]

(1) Sensitive Subm ssions. Subm ssions for inmate clains
whi ch are too sensitive to be made known at the institution are
not to be returned to the inmate. Only a rejection notice w |
be provided to the inmate. However, other rejected subm ssions
ordinarily wll be returned to the inmate with the rejection
noti ce.

(2) Defects. Defects such as failure to sign a subm ssion,
failure to submt the required copies of a Request, Appeal, or
attachnments, or failure to enclose the required single copy of
| ower | evel subm ssions are exanples of correctabl e defects.
Odinarily, five calendar days fromthe date of the notice to the
inmate i s reasonable for resubm ssion at the institution |evel;
at | east 10 cal endar days at the CCM or regional offices; and 15
cal endar days at the Central Ofice.

(3) Citeria for Rejection. Wen deciding whether to
reject a subm ssion, Coordinators, especially at the institution
| evel, should be flexible, keeping in mnd that major purposes of
this Programare to solve problens and be responsive to issues
i nmates raise. Thus, for exanple, consideration should be given
to accepting a Request or Appeal that raises a sensitive or
probl ematic i ssue, such as nedical treatnent, sentence
conputation, staff m sconduct, even though that subm ssion may be
somewhat unti nely.

[c. Appeal of Rejections. Wen a Request or Appeal is
rejected and the inmate is not given an opportunity to correct
the defect and resubmt, the inmate may appeal the rejection,
including a rejection on the basis of an exception as descri bed
in 8542.14 (d), to the next appeal level. The Coordi nator at
that level may affirmthe rejection, may direct that the
subm ssi on be accepted at the |lower |evel (either upon the
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inmate's resubm ssion or direct return to that |ower |evel), or
may accept the subm ssion for filing. The inmate shall be
informed of the decision by delivery of either a receipt or
rejection notice.]

12. [RESPONSE Tl ME 8542.18. |f accepted, a Request or Appeal
is considered filed on the date it is logged into the

Adm ni strative Renedy Index as received. Once filed, response
shal | be made by the Warden or CCMwithin 20 cal endar days; by
the Regional Director wthin 30 cal endar days; and by the General
Counsel within 40 cal endar days. |If the Request is determned to
be of an energency nature which threatens the inmate's

i mredi ate health or welfare, the Warden shall respond not |ater
than the third cal endar day after filing. |If the tine period for
response to a Request or Appeal is insufficient to nmake an
appropriate decision, the tine for response may be extended once
by 20 days at the institution level, 30 days at the regional

| evel, or 20 days at the Central Ofice level. Staff shall inform
the inmate of this extension in witing. Staff shal
respond in witing to all filed Requests or Appeals. |If the

i nmat e does not receive a response within the tinme allotted for
reply, including extension, the inmate may consi der the absence
of a response to be a denial at that |evel.]

The date a Request or an Appeal is received in the Admnistrative
Renedy index is entered into SENTRY as the "Date Rcv", and should
be the date it is first received and date-stanped in the

Adm nistrative Renmedy Clerk's office. Notice of extension
ordinarily is made via SENTRY noti ce.

13. REMEDY PROCESSI NG

a. Receipt. Upon receiving a Request or Appeal, the

Adm ni strative Renedy C erk shall stanp the formw th the date
received, log it into the SENTRY index as received on that date,
and wite the "Renedy I D' as assigned by SENTRY on the form

Once a subm ssion is entered into the system any subsequent
subm ssions or appeals of that case shall be entered into SENTRY
using the sanme Case Nunber. The "Case Nunber" is the

purely nunerical part of the "Renmedy I D' which precedes the
hyphen and " Subm ssion ID."

Al l subm ssions received by the C erk, whether accepted or
rejected, shall be entered into SENTRY in accordance with the
SENTRY Adm ni strative Renmedy Techni cal Reference Manual . *

Sensitive issues, when the inmate clains that his or her safety
or well-being would be placed in danger if it becanme known at the
institution that the inmate was pursuing the issue, should be

wi thheld fromlogging in until answered and/or shoul d be | ogged
into SENTRY with sufficient vagueness as to subject code and
abstract to acconmpdate the inmate's concerns.
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A Request should be submtted and | ogged in at the institution
where the inmate is housed at the tine the inmate gives the
Request to the counsel or or other appropriate staff menber. |If
the event(s) occurred at a previous institution, staff at that
previous institution shall provide, pronptly upon request, any
i nvestigation or other assistance needed by the institution
answering the Request. |If an inmate is transferred after
giving the Request to a staff nenber, but before that Request is
| ogged in or answered, the institution where the Request was
first given to a staff nenber renmains responsible for |ogging and
respondi ng to that Request.

b. lnvestigation and Response Preparation. The Cerk or

Coordi nator shall assign each filed Request or Appeal for

i nvestigation and response preparation. Mtters in which
specific staff involvenent is alleged may not be investigated by
either staff alleged to be involved or by staff under their
supervi si on

Al | egations of physical abuse by staff shall be referred to the
Ofice of Internal Affairs (OA) in accordance with procedures
established for such referrals. Were appropriate, e.g., when
O A or another agency is assumng primary responsibility for
investigating the allegations, the response to the Request or
Appeal may be an interimresponse and need not be del ayed pendi ng
the outconme of the other investigation.

Requests or Appeals shall be investigated thoroughly, and al

rel evant information devel oped in the investigation shal
ordinarily be supported by witten docunents or notes of the
investigator's findings. Notes should be sufficiently detailed
to show the name, title, and | ocation of the information

provi ded, the date the information was provided, and a

full description of the information provided. Such docunents and
notes shall be retained with the case file copy. Wen deened
necessary in the investigator's discretion, the investigator may
request a witten statenent from another staff nenber regarding
matters raised in the Request or Appeal. Requested staff shal
provi de such statenents pronptly. For a disciplinary Appeal, a
conpl ete copy of the appeal ed disciplinary actions record shal
be maintained with the Appeal file copy.

c. Responses. Responses ordinarily shall be on the form

desi gned for that purpose, and shall state the decision reached
and the reasons for the decision. The first sentence or two of a
response shall be a brief abstract of the inmate's Request or
Appeal , from which the SENTRY abstract should be drawn. This
abstract should be conplete, but as brief as possible. The

remai nder of the response should answer conpletely the Request or
Appeal , be accurate and factual, and contain no extraneous
information. The response should be witten to be released to
any inmate and the general public under the Freedom of
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I nformation Act (FOA) and the Privacy Act. Inmate nanes shal
not be used in responses, and staff and other names may not be
used unl ess absol utely essential.

Program St at enents, Operations Menoranda, regul ations, and
statutes shall be referred to in responses whenever applicable,
i ncl udi ng section nunbers on which the response relies.

d. Response Tine Limts. Responses shall be nade as required
in Section 11 of this Program Statenent.

e. Index Conpletion. Wen a response is conpleted, the Oerk
shal | update SENTRY in accordance with the SENTRY Adm ni strative
Remedy Manual and the instructions in Attachnment A Particul ar
attention should be paid to updating the status date, code, and
reason, and to meki ng any changes to the subject code and
abstract indicated by the Coordinator or by the response drafter.
The abstract shall be taken fromthe response's first paragraph.
Abbrevi ations may be liberally used, as long as they are easily
understood, to allow as conplete a description of the issue in
the 50 characters allotted. For consistency, the Adm nistrative
Renedy Coordi nator shall approve the closing entry, including the
subj ect codes, status code and reason, and abstract before the
closing entry is made by the C erk.

f. Response Distribution. For an institution response, one
copy of the conplete Request and response shall be maintained in
the Warden's Adm nistrative Renedy File together wth al
supporting material. Three copies shall be returned to the
inmate. An inmate who subsequently appeals to the regional or
Central Ofice shall submt one copy wth each appeal

One copy of a Regional Appeal and response shall be retained at
the regional office. One copy shall be sent to the Warden at the
original filing location. The remaining two copies shall be
returned to the inmate; one to submt in case of subsequent
appeal to the Central Ofice, and one to retain.

One copy of a Central Ofice Appeal and response will be
returned to the inmate. One copy will be retained in the Central
O fice Adm nistrative Renedy File, one copy will be forwarded to
the regional office where the Regional Appeal was answered, and
one to the Warden's Adm nistrative Renedy File at the original
filing | ocation.

g. File Maintenance. The Warden's Adm nistrative Renedy File
and Adm nistrative Renedy Files at the Regional Ofices and
Central Ofice shall be maintained in a manner that assures case
files are readily accessible to respond to inquiries from Federal
Bureau of Prison staff, inmates and the public. Institutions
shall file Regional and Central O fice response copies with the
inmate's institution subm ssion copy. Regional offices shal
file copies of Central Ofice responses with the inmate's
Regi onal Appeal file. Each location shall nmaintain copies of
supporting material and investigation notes with the case file. *
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When a Regional or Central Ofice Appeal was not preceded by a
| ower level filing, the institution and regional copies shall be
filed at the institution and region having responsibility for the
inmate at the tine of response.

To provide informati on and feedback, Wardens and Regi onal
Directors are encouraged to route response file copies from
subsequent appeal levels to the Coordinator and the appropriate
departnent head or person who investigated and drafted the
response at their respective |evels.

14. [ACCESS TO | NDEXES AND RESPONSES 8§542.19. |Inmates and
menbers of the public may request access to Adm nistrative Renedy
i ndexes and responses, for which inmate nanes and Regi ster
Nunbers have been renoved, as indicated below Each institution
shall make available its index, and the indexes of its regional
office and the Central Ofice. Each regional office shall make
available its index, the indexes of all institutions inits
region, and the index of the Central Ofice. The Central Ofice
shal | make available its index and the indexes of al

institutions and regional offices. Responses may be requested
fromthe | ocation where they are maintai ned and nust be
identified by Renedy | D nunber as indicated on an index. Copies
of indexes or responses may be inspected during regular office
hours at the | ocations indicated above, or may be purchased in
accordance wth the regul ar fees established for copies furnished
under the Freedom of Information Act (FO A).]

At present, fees are detailed in 28 CFR 8§ 16. 10, which specifies
a charge of $.10 per page duplicated and no charge for the first
100 pages. Staff shall forward funds received for purchase of

i ndex and response copies to the FO A/ Privacy Act Section, Ofice
of CGeneral Counsel, Central Ofice.

Any | ocation may produce its index or that of another |ocation by
maki ng the appropriate entries on a SENTRY retrieval transaction,
and specifying the "SAN' (sanitized) output format.

15. RECORDS MAI NTENANCE AND DI SPOSAL

a. Disposal Authority. The authority for Adm nistrative
Renedy records disposal is the "job nunber” NCl-129-83-7 provided
by the National Archives.

b. Admnistrative Renedy |Indexes. SENTRY Adm nistrative
Renedy i ndexes shall be maintained in conputer accessible form
for 20 years, then destroyed. Pre-SENTRY indexes shall be
mai ntained at the site of creation for 20 years, then destroyed.

c. Admnistrative Renedy Case Files. Admnistrative Renedy
Case Files shall be destroyed three full years after the year in
whi ch the cases were conpleted (i.e., response conpleted). For
cases submtted since inplenentation of the SENTRY nodul e (July
1990), at the end of each cal endar year (beginning at end of
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1993), run SENTRY index retrieval transactions to identify the

| owest case nunber for cases answered (status = cl* and status
date in the appropriate range) during the cal endar year ended
three years previously. Cases below that nunber nust be
destroyed. Thus, cases answered in 1990 woul d be destroyed at
the end of 1993; cases answered in 1991 would be destroyed at the
end of 1994, etc.

To identify the | owest case nunber for cases answered during a
given year, it may be necessary to check indexes with "Date
Received" in the year in question as well as those with "Date
Recei ved"” in the previous year.

Cases mai ntai ned under the pre-SENTRY nunbering and filing
system shoul d be destroyed according to the foll ow ng schedul e:

YEAR OF CASE # DESTROY AT END OF

94 1998
95 1999
96 2000
97 2001

*

16. I NSTI TUTI ON SUPPLEMENT. Each Warden shall forward a copy of
any Institution Suppl enment devel oped to inplenent this Program
Statenent to the Regional Adm nistrative Renedy Coordi nator and
to the National Inmate Appeals Adm nistrator in the Centra
Ofice.

\ s\
Kat hl een M Hawk
Di rector



